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Purpose:

This guide is available to agencies, universities and public sectors and includes
guidelines for creating specific reports that will assist program administrators in
managing their program on a daily basis. If a particular report listed below is only
available in one specific program (Purchase Card — CPC or Travel — CC), it is noted.
In addition, the reports listed in this guide are available in three data ranges. Each
report is noted with the timeframe available.

Range of Data Available for Reporting:
Daily Reports= 60 Days

Detail Reports= 13 Months
Summary Reports= 27 Months

For assistance with any of the reports listed in this guide you can contact the
American Express help desk at 1-800-542-0995 Monday through Friday 8:00am
to 7:00pm EST.
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Sign-on Procedures

Access:

A master licensing agreement is in place for the Commonwealth of Virginia.
Each entity will be given access to the enhanced reporting application through
Department of Accounts (DOA). You must complete the Enhanced Reporting
Tool Request Form and fax back to DOA to begin the set up. The reporting tool
is modeled after the Commonwealth’s hierarchy and multiple individuals can
be provided with access to the reporting tool.

Sign-on Procedures:

Step 1: Through your internet browser, access the following url:
http://www.americanexpress.com/.

Step 2: Enter your user ID and password and select “American Express At
Work”. Note: If you currently have access to American Express At Work, you
will use the same user ID and password to access enhanced reporting.

Step 3: Select either “Corporate Card Enhanced” or “CPC Enhanced”
depending on which card program that you would like to report on.

Step 4: Select the Corporate Card and CPC tab to access the primary area of
the application.

Please see the screen shots below that correspond to each step listed above:
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Sign-on Procedures Steps 1 & 2:

2 American Express Personal Finance, Credit Cards, Business Solutions, and Travel Services - Microsoft Internet Explorer provided
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Purchasing Card programs.

Get Started:
To access core and enhanced reports, please select
from the list belosw:

Choose One 4
Choose One

Get Started:
To perform Card program management transactions,
please select from the list below:

Choose One e
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Sign-on Procedures Step 4:

rosoft Internet Explorer pro ed by American Express

File: Edit Wi Favorites Tools Help

ook - @ - [¥] [&] T O scach ¢ Favories - i 23

Address |42] https:{fwwwl 32, americanexpress. com/mstrfen_US{mstrveb - Go | Links >

American Express &

CORPORATE CARD AND CORPORATE PURCHASING CARD I

OGOUT
= Entrsnce Page
American P @ World® P ing: Putting the pofer of information and technology to wo
» NEED HELP? American Express @ Work® Reporting offers three types of reporting for your company: Cofporate Card,Corporate Purchasing Card

and Corporate Travel. Each option will have its respective individual reports separated into ong of three fundamental areas to help you

successfully maximize your program(s): Financial Management, Program Management, or Zupplier Management.

Important identifiers to look for across all report names andfor descriptions consist of the
* Data frequency (daily, billed, monthly)
* Infarmation level (detail, surnmary)
* Data grouping (region, country, control account, Cardmember, industry, supglier)
* Report content (airhotel/car, spend, balances, limits)
* Report type (preferred, top, transaction, aging, listing)

In addition, you have the option of generating and customizing reports from glo

obtain daily Card data feeds, and much rmore. If you are interested in learning
available to your company from American Express @ Work Reporting, plea

| data sources, pre and post Corporate Travel data,
ore about the various reporting and data options
contact your American Express account representative

Help Desk

“iew Corporate Entities and Impottant Disclosures WWeb Site/Rules and Regulations Trademarks,and
FPrivacy Statement . Copyright © 2001 American Express/Cormpany. All Rights Reserved. Users of
this site agree to be bound by the terms of the America xpress VWeb Site Rules and Regulations

< >
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Main Enhanced Reporting Screen:

<A Home - Microsoft Internet Explorer provided by American Express

File Edit Wi Favorites Toals Help o

GBack - & x| 2] To /'.7‘1 Search ‘f_'\}:*Favontes L5 - 23
Address @ htkps: vl 32, americanexpress, comfmstrfen_US/mstriweb?evt=30108src=mstriweb, 301028JoginReg=trusiPort=349528&Project=Corporate+Card+and+Corporate+Pur % Go Links **
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e

® American Express &

Corporate Card and Corporate Purchasing Card CORPORATE CARD AND CORPORATE PURCHASING CARD I

w e sh igenberger [ If you are not Shannon Eigenberger click here )
LOGOUT

« Entrance Page Shared Reports My Reports
Browse a list of prepared services available to all users, view reports you have created and saved for future use,

CORPORATE CARD AND
CORPORATE
Create Report ~7Trs, History List

PURCHASING CARD
)

P NEED HELP?

Create and publish a new report on this site, wiew an up-to-date summary of the status of my requests,

Preferences
General, Grid display. Graph display. Print, Export, Prompts,
Logout

@0 O

wersion information...

[ Help esk ][ Product updates |

“iew Corporate Entities and Important Disclosures MWeh Site Rules and Regulations Trademarks and
Frivacy Statement . Copyright © 2001 American Express Company. All Rights Reserved. Users of
this site agree to be bound by the terms of the American Express WWeb Site Rules and Regulations

&] =) & Internet

eporting

Changing Preferences:

It is recommended that you set your preferences to list all report prompts on one page. This will
prevent you from having to select “next” after each step in the report creation process and will save
valuable time each time that you run a report. Please see the following steps for change your
reporting prompts.

1. From the main screen for Enhanced Reporting (shown above), select the “Prompts” link
under the Preferences icon.
2. Under View Prompts select the “All on one page” option and click apply.
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Reports:

Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Definition
Title: CPC Declines/Industry Restrictions
Description: This report will allow program administrators (PA’s) to identify the restrictions

that their cardholders have assigned on their purchasing card account.

This is a great tool for PA’s to audit all their cards to ensure all of them have
all the industry restrictions on them. If there is a card with a restriction lifted,
the PA should have documentation in their files as to why the restriction was
lifted. From this report, you can also audit the Universal ID field to ensure
your agency number is entered in that field.

This report provides data for the current day and up to 59 previous days.
Data Type: Corporate (Travel) Card, Corporate Purchasing Card (CPC)
Report Preparation: Step 1: Select the “Shared Reports” folder.

Step 2: Select the “Program Mgmt. Details” folder.

Step 3: Select the “Limits-CPC” Report.

Step 4: Select “Active Account” using the add selection feature.

Step 5: Select your organization. You can use the drill feature here to
control the areas of your organization that will appear in the report.

Step 6: Select the time period that you would like included in the report.
Again, you can use the drill feature to select specific time periods to
include in the report.

Step 7: Select “Execute Report”. The Enhanced Reporting tool will
automatically display a selection for your history list. The history list
will show up to 40 reports that you have recently requested. You can
choose to select the “Refresh Your History List” feature to update your
report requests.

The time that each report takes to complete will depend on the amount
of data that you have requested (e.q. time period, areas of your

organization).
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An example of this report:

imits - CPC - Microsoft Internet Explorer, provided by American Express
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Title:
Description:

Report Hierarchy:
Data Type:

Report Preparation:

Definition
Proposed Limits

This report will allow a PA to identify cardholder’s that are coming close to
exceeding their monthly transaction limits. Modifications can be made to these
limits to prevent transaction declines and reduce the number of emergency
calls to the PA.

This report will also assist PA’s in performing the yearly analysis of all
cardholders. This report can use 12 months of data to show you what the
cardholder’s transaction limit and monthly limit should be set at. This is
calculated based on prior spend and declines. PA’s must follow state policies
and procedures regarding changing limits over the State guidelines set forth in
the CAPP Manual for the SPCC cards ($5,000 a transaction and $100,000 a
month). If there is a need to raise the limits above these figures, the PA must
contact DOA for approval and to make the change.

This report provides data for the current month and up to 12 previous months.

Financial Management - Daily

Corporate (Travel) Card, Corporate Purchasing Card (CPC)

Step 1: Select the “Shared Reports” folder.

Step 2: Select the “Program Management- Summary” folder.

Step 3: Select the “Proposed Limits” report.

Step 4: Select “Active Accounts” using the add selection functionality.

Step 5: Select your area of the hierarchy using the add selection
functionality.

Step 6: Select the time period that you would like the view. The default
will be for the previous 3 months. You can choose from the previous 3, 6,
9 and 12 months spend data.

Step 7: Bypass the remaining selections and select “Execute Report”.

American Express @ Work is a registered trademark of American Express Company

in the United States.
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An example of this report:

File Edit View Favorites Tools  Help =
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Title:

Description:

Definition
Inactivity Report

This report will allow a PA to identify active cards that have not had any
transaction activity for a specific period of time (i.e. 3, 6, 9 or 12 consecutive
months). The PA will then be able to research these cases to determine if the
card needs to be cancelled. This will streamline the program by having open
cards that are being used for valid spending activity.

State policy for the Travel and Purchase cards encourage cards with no activity
on them to be cancelled unless a valid reason is documented as to why the
card must remain active. This is an important report which should be run
monthly to determine if there are cards which have been inactive for 6 months.

Note: This report will be available in enhanced reporting by August 2005.
Please continue to use your American Express Core Reporting and the Online
Program Management tool to monitor these accounts. This enhancement will
be communicated when it is available.
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template
Definition

Title: SWAM Report

Description: This report will allow state agencies, universities and political subdivisions to
easily identify their minority spend by month, by quarter or on an annual basis.

This report is based on American Express’ Diversity ratings and not by
Virginia’s Department of Minority Business Enterprise (DMBE) certified
vendors. Agencies will have to take this report and match it up against
DMBE'’s listing of certified vendors to determine which AMEX vendors are
certified for the agency to count on their SWAM report to DMBE. The report
will provide supplier detail and can be exported for use internally.

This report provides data for the current month and up to 12 previous months.
Data Type: Corporate (Travel) Card or Purchasing Card (CPC)
Report Preparation: Step 1: Select the “Create Reports” folder.

Step 2: Select the “Create Reports- Corporate Cards and CPC” link.

Step 3: Select the “Create Report- Account Detail Billed (CM)” report and
hit the next icon.

Step 4: Unselect the following attributes:
- Cardmember Account Number

- Last Name

- First Name

- M

- Supplier No.

- Charge Date

- Supplier Reference

- Cardmember Reference

- Cost Center

- Employee ID

- Transaction Description

Note: Leave the Universal ID Selected
Step 5: Select the following attributes:
- Cntl. Acct. Name

- Cntl. Acct. No.

- Supplier City

- Supplier State

- Supplier Federal Tax ID

- Supplier Ownership Type
- Supplier Zip

- SIC Code and SIC Divsion

Copyright ® 2002-2005 American Express Travel Related Services Company, Inc. All Rights Reserved.
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Step 6: Leave the metrics default of “Debit Amount” and “Credit Amount”

Step 7: Select both “Active Account” and “Cancelled Account” for the
cardmember status.

Step 8: Select the control account level that you wish to report on.
Step 9: Select the time period that you wish to report on.
Step 10: Skip the remaining filters and select “Execute Report”

Step 11: Export this report to excel and remove all “Non-Minority” owned
supplier ownership types and internal adjustments.

An example of the report:

<} Create Report - Account Detail (CM)- Billed - Microsoft Internet Explorer, provided by American Express

File Edit View Favorites Tools Help ,'

eBack M > | lﬂ |§| _.l\J /..-\JSearch ‘g‘?‘\'{Favurites {‘l < - \-../'— _J 3

Address @https:,l’,l’www132.americanexpress.com,imstr,l’en_US,l’mstrWeb?evt=4DD1&src=mstrWeb.4DD1&raportViawModa=1&report1D=2635943211D6ICEFDADDDDSBDI‘tlSIDl&stat v | gd Go Links **

g
AIERIGAN] n
Fe =
® American Express =
CORBURATEILARUIASDICOREUBANEIEURCH A STR CICA B SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES
» You are here: Horne > Corporste Card snd Corporste Purchasing Card > Creste Report > Creste Reports - Corporste Card snd CPC > .@.@oq
Create Report - Account Detail (CM)- Billed @’ @
Report %  View W Data %  Format %
PAGE BY: none
Md12345 of 14 page(=) MM
pp pp =
pplie P : pplier & pplie ederal Tax Owne p
pplie a & 0 Addre £4a a & ate 0 P [ p =t
BRI EERREE AR RE ARREERRE ARNEEENEARREEERE [AHEA
Total
ASSOCIATION OF STATE AND APRIL 2872 2005 DEPARTMEMNT OF |G 3787- 30341 731328414 |[Mon-MWDY 2 Non-Small
WOODCOCK HEALTH 306336~ Business
BLWD #220 91007
WIKING OFFICE 1122 APRIL 5809 LOMNG 2005 WDOT-BRISTOL HC 3787- 28269- 592663954 |[Mon-MWDY 2 Non-Small
CREEK PARK DR 339656- |3735 Business
91009
WVIRGIMIA TECH MC 3787- 28269- 592663954 Mon-MWDY & Mon-Small
316076- |3735 Business
91007
#1090 BLUEFIELD DAILY APRIL Q28 BLUEFIELD (2005 Wi DEPT OF M M Wi 3787- 24701- 0O MNon-MWDY 2 Non-Small
LE & E 203476- (2744 Business
91004
005 FISHER SCI CHI APRIL 1600 GLEMLAKE |2005 CRIMINAL IL 3787- 60143- 222451761 MNon-MWDY & Mon-Small
LNE JUSTICE SWC 309475- 1005 Business
91002
DEPARTMENT OF [IL 3787-  |60143- 222451761 Mon-MWDY & Non-Small
HEALTH 2063326- 1005 Business
91007 b
< >
@ Done é ' Inkernet
B

74 start
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Title:

Description:

Data Type:

Report Preparation:

Definition
Sales Tax Audit Report

This report will allow an agency, university or political subdivision to identify
transactions where the supplier has not only charged sales tax but has passed
sales tax separate from the transaction amount. Suppliers that have point-of-
sale equipment with the capability to pass Level 2 and Level 3 data have the
ability to pass sales tax as a separate field. If a supplier does not have the
appropriate equipment and they charge sales tax on a transaction, you will not
be able to identify this since the sales tax has been included in the total
transaction amount. Therefore, an audit of receipts attached by the cardholder
must be done in order to obtain thorough analysis of sales tax charged by
vendors.

This report provides data for the current month and up to 12 previous
months.

Purchasing Card (CPC)

Step 1: Select the “Shared Reports” folder.

Step 2: Select the “Transactions by Supplier with/LID Detail” Report.
Step 3: Select both “Active Cards” and “Canceled Cards”

Step 4: Select the area of your organization you would like to run the
report for. Use the “Drill” feature to select specific areas of your agency
(depending on your hierarchy).

Step 5: Select the time period you would like to run the report for.

Step 6: Leave the “LID only” attribute selected and remove the “Non-LID
only” attribute.

Step 7: Skip the remaining selections and select “Execute Report”.

Note: This report can be sorted by the ROC Billed tax amount field to
identify the transactions where sales tax has been passed. You can then
contact those suppliers to attempt to recover the tax paid.

American Express @ Work is a registered trademark of American Express Company
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An example of this report:

Transactions by Supplier with LID - Detail, Billed - Microsoft Internet Explorer, provided by American Express

File Edit View Favorites Tools Help

eBack M > | |ih] @ _;j /I__\J Search “‘}f:( Favorites E} [_’:v :; _J ‘3

Address |@ hittps: ] fwwnl 32, americanexpress.commstrlen_US/mstrweb?evt=4001&src=mstrweb, 4001 frepartViewMade=18&reportID=005264534BF 24 AD3FESE3793C 9237 ASF Rk at V| Go Links **
-
D ™~
|5 RO RO RO ded =
Billed I 1 [} Deb el ed Ta eig and
B [} B B De 0 1 1
+|+] A + |+ + |+ Al <] ]F -+ -+ -+ + |+ -+ 4
UMNITED usD 1 Dimension 4700 Series,Intel Pentium 4 Processor 520
STATES with HT Technology (2.JEIGH 1.852.33 0.00 88.23 0.00 0.00
DOLLAR 2 512MB DDR2 SDRAM at 400MHz 1,852.53 0.00 88.23 0.00 0.00
3 Dell Quiet Key Keyboard 1,852.53 0.00 88.23 0.00 0.00
4 17 in (17 in viewable) E173FPEFlat Panel Display 1,852.52 0.00 28.23 0.00 0.00
5 ;ggEﬂBSECI Express x16 (DWVIAGETV-out) ATI Radeon 1,852.53 0.00 8593 0.00 0.00
i} 160GBE Serial ATA Hard Drive  (7200RPM) 1,852.53 0.00 88.23 0.00 0.00
7 3.5in Floppy Drive 1,852.53 0.00 g9.23 0.00 0.00
g USE Mermory Key,128MB 1,852.53 0.00 88.23 0.00 0.00
=] Dell application Back-up CD, Factory Install 1,852.53 0.00 88.23 0.00 0.00
10 Dimension Dell Support 1,852.53 0.00 22.23 0.00 0.00
11 Image Restare 1,852.53 0.00 88.23 0.00 0.00
12 Dell Owners Manual installed on your system,click on
icon after systam setoup YELF SEEE, 1,852.53 0.00 88.23 0.00 0.00
13 gﬂ:c;onsgolrgr':\ﬂndows xP Professional,Service Pack 1,852.53 0.00 5593 0.00 0.00
14 Windows Media Player 10 1,852.53 0.00 88.23 0.00 0.00
15 Dell USE Optical Mouse 1,852.53 0.00 88.23 0.00 0.00
16 Intel Pro 100M Integrated PCI NIC Card 1,852.53 0.00 88.23 0.00 0.00
17 56K PCI Data Fax Modem 1,852.53 0.00 88.23 0.00 0.00
18 Adobe Acrobat Reader 6.0 1,852.53 0.00 88.23 0.00 0.00
19 16% DWD-ROM and 16x DWD+/-RWW 1,852.53 0.00 88.23 0.00 0.00
20 PowerDWD Software Decoding forDWD Drives 1,852.53 0.00 88.23 0.00 0.00
21 Integrated Audio 1,852.53 0.00 88.23 0.00 0.00
22 Dell 4215 Speakers 1,852.53 0.00 88.23 0.00 0.00
232 Mo Security Subscription 1,852.52 0.00 28.23 0.00 0.00
24 Dell Jukebox powered by Music Match 1,852.53 0.00 88.23 0.00 0.00
23 Dell Phota Album Standard 1,852.53 0.00 88.23 0.00 0.00
26 AOL DHS 1,852.53 0.00 88.23 0.00 0.00
27 Dell/My Way Home Page 1,852,523 0.00 89,23 0.00 0.00
R Rrnadhand Tran for Tnenirnn 1 RS2 53 nonn RA 23 | nonn nonn 5 i
<
&
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Title:

Description:

Data Type:
Report Preparation:

Definition
Spend in Questionable Industries Report

This report provides an audit of cardmember spend in selected industries that
may require further research. For example, a PA could select industries such
as jewelry stores, massage parlors etc. to be included on the report for review.
This is a great tool for PA’s to use to audit for inappropriate uses on both the
Travel and Purchase cards.

This report provides data for the current month and up to 26 previous
months.

Corporate Card (Travel), Corporate Purchasing Card (CPC)
Step 1: Select “Create Report”.
Step 2: Select the “Corporate Card and CPC” link.

Step 3: Select the “Create Report - Industry Summary (Select SIC
Div/Cd)” option and hit “Next”.

Step 4: Select the following attributes;
e SIC Division
e SIC Code
o Genesis Major Industry
e Cardholder Account Number
e Supplier Name
e Charge Date
Step 5: Leave the following default metrics selected,;
e Net billed
e # of charges
e Avg. Spend Per Charge

Note: There will be other default metrics already selected.
Remove all of the defaults except for the ones listed above.

Step 6: Select the area of your organization that you would like included
in the report.

Step 7: Select the time period that you would like included in the report.
The “Drill” feature can be used here to select certain time periods.

Step 8: Highlight the “Retail Trade” SIC Division selection and hit the
“Drill” button. This will display all of the available SIC Divisions under
“Retail Trade”. You can then scroll through these and select industries
that you would like to see spend for. For example, (5921- Liquor Stores,
5944- Jewelry Stores) can be selected. You can repeat this process by
selecting other SIC divisions and using the drill feature. For example, you
can select Services and drill down to select (7273-Escort Services, 7297-
Massage&Counsel).

Step 9: Skip the remaining options and select “Execute Report”.

American Express @ Work is a registered trademark of American Express Company
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An example of this report:

reate Report - Industry Summary (Select SIC Div/Cd) - Microsoft Internet Explorer provided by American Express

File Edit Yiew Favorites Tools  Help :;

eBack ) \ﬂ \ELI ;\J /..-\JSearch ‘?;IT'\':(Favorites 6‘} ] - u_,_.'— _‘ ﬁ

Address ﬁjhttps:,l',l'wwwl32.americanexpress.com,l'mstr,l'en_US,l'mstrWeb?evt=4DD1&5rc=mstrWeb.4001&report\n'iewMode=l&reportID=26359?3211061CEFDADUDDBBDI4131D1&statV BlG  Links ¥

AFAERIGAN

il American Express

CORBORATECARANICORBORATHEURCHASTHGICART SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES

p  Vou are here: Home * Corporate Card and Corporate Purchazing Card * Create Report = Create Reports - Corporate Card and CPC > .@.@.q
Create Report - Industry Summary (Select SIC Div/Cd) @’ @ .

Report ® fjew ¥ Data % Format % Last update: 2/22/2005 11:12:50

PAGE BY: none

M412245 of 26 page(s) MM Fows: 1 - 1000 of 35068 Columns: 2
S Cardmember Charge Supplier Genesis Major i Net # of Average Spent
Division & Acct, No. & Date & Name & Industry & SIC Code & Billed+*  Charges¥  per Charge v
432,733.59 17,532 25
[-] RETAIL TRADE 432,733.59 17,532 25
[-] 2464-246615-70337 217,352.97 4,383 50
[-] 1/1/1995 49.59 1 50
[-] RED ROCK TRADING POST CF 49.59 1 a0
[-] RETAIL 49.59 1 a0
JEWELRY
‘STORES , 5944 49.59 1 20
[-] 1/2/1995 49.59 1 50
[-] RED ROCK TRADING POST CF 49.59 1 a0
[-] RETAIL 49,59 1 a0
JEWELRY
‘STORES , 5044 B 1 0
[-] 1/3/1995 49.59 1 50
[-] RED ROCK TRADING POST CF 49,59 1 a0
[-] RETAIL 49,59 1 50
JEVWELRY
STMRFS 5044 49.39 1 0] v
¢ | =
@j Cane é 0 Internet

f I'm John M... F: 21Int.,. - f a Palm ... rﬁ
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Corporate Purchasing Card (CPC): Template Definition

Title:

Description:

Data Type:

Report Preparation:

Top Suppliers within Selected SIC Code

This report provides the top suppliers by spend within the selected SIC Code.
This report can be used for supplier spend analysis and allow an agency,
university or political subdivision to get better overall visibility to their spend.
This data can be used for supplier rationalization and negotiation purposes in
identifying agency needs which could possibly warrant agency contracts for
better pricing.

This report provides data for the current month and up to 26 previous months.

Corporate Purchasing Card (CPC)
Step 1: Select the “Create Reports” folder.
Step 2: Select the “Corporate Card and CPC” link.

Step 3: Select the “Top Suppliers within Selected SIC Code” report and
hit the “Next” button.

Step 4: Leave the default attributes and metrics that have been pre-
selected.

Step 5: Choose the “Top 10 Suppliers within SIC code” filter.
Step 6: Select “Execute Report”

Step 7: Select the area of the organization you would like to run the
report for.

Step 8: Select the time period you would like the report run for.

Step 9: Select the SIC codes you want to include in the report. Note:
There are 1121 SIC codes to choose from. You can scan the codes by
using the arrows at the bottom of the selection box.

American Express @ Work is a registered trademark of American Express Company
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An example of this report:

thin selected SIC Code - M
Help e

ZA Create Re por:

rosoft Internet Explorer pro: by American Express

File Edit Wiew Favorites Tools

Doack - ) |ﬂ @ _;‘] /',7\1 Search 57 Favoritas  ££) 3

nexpress,com/mstrfen_LUS mstrid'eb?ey

Links **

-~

635936011061 CEF0ADODDES0141 3101 Sstat G0

o)
E=c

American Express &

SHARED REPORTS | MY REPORTS |
» Wou are here: Horme > Corporate Card and Corporate Purchasing Card > Create Report > Create Reports - Corporate Card and CPC =
Create Report - Top Suppliers within selected SIC Code

Report %  iew W Data %  Format

CREATE REPORT | HISTORY LIST | PREFERENCES

@oe®

Last update: 2/22/2005 11:54:47F

FAGE BY: none

Rows: ¥ Columns: 5

Met oo of Total Met # of o of Total # Average Spent per
SIC Code « Supplier Name « Billed = Billed « Charges « Charges = Charge «
[~ ] =]
Total 611.51 100.00%a 15 100.00%0 41
[—]1 PETROLEUM REFIMNIMNG , 2911 47.51 F.F 7% 5 33.33%0 i0
SMOCO CAT CES 26.63 +.35% 2 132.33% 13
AMOCO EDC DES 19.68 3.22% 2 13.33% i0
OIL COMPANY - CITGO 1.z20 0.20% 1 6.67% 1
[-]1 FABRICATED RUBBER PROD, MEC . =069 564.00 092.23% 10 66.67 %0 56
XII\OIS—HER SREEE EALLDBIRE S64.00 92.23% i0 GB5.67 % =1
i
“iew Corporate Entities and Important Disclosures Web Site Bules and Regulations Trademarks,and
Privacy Statement = Copyright © 2001 American Express Company. All Rights Reserved. Users of
this site agree to be bound by the terms of the American Express Web Site Rules and Regulations
At
< | >
#&] Done =) & Internet
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Title:

Description:

Data Type:

Report Preparation:

Corporate (Travel) Card: Template Definition

Top Suppliers (CC)

This report provides the top suppliers by spend across all Genesis industries. It
will allow Program Administrators and other personnel to analyze their T&E
spend, move spend to preferred suppliers and negotiate better terms/pricing.

This report provides data for the current month and up to 26 previous months.
Corporate (Travel) Card

Step 1: Select the “Shared Reports” folder.

Step 2: Select the “Supplier Mgmt (CC)” folder.

Step 3: Select the Top Suppliers (CC) report.

Step 4: Select the number of suppliers you would like included in the
report (i.e. Top 25 suppliers) and hit “Execute Report”.

Step 5: Select the area of the organization you would like included in the
report.

Step 6: Select the time period that you would like included in the report.

Step 7: Select the industry types to be included in the report (i.e.
Lodging, Air, Auto Rental). Note: There are 18 industry types to choose
from.

Step 8: Select “Execute Report”

American Express @ Work is a registered trademark of American Express Company
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An example of this report:

Top Suppliers (CC) - Microsoft Internet Explorer provided by American Express

File Edit VYiew Favarites Tools Help :’

eBack M > |£| @ _h /.._\J Search ‘:-:?:(Favorites Q‘)

Address ﬁ:l https: jfwwwl 32, americanexpress, com/mstrfen_lJS mstrweb?evt=50058sr

ArAER I GAN]
FESS

o American Express &

CORBOIATEICHE DIANDICO REORATEIDIREHASTRCICARD) SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES

» “fou are here: Horme = Corporate Card and Corporate Purchasing Card > Shared Reports > Su lier Managerment (CC] =
Rema Supelier Managemant (2C) DE®
Top Suppliers (CC)

Report w  Wiew  Data ™ Format W Last update: 2/22/2005 12:11:00

FPAGE BY: none

Fows: 51 Colurnns: 5

Supplier Metrics %% of Total Net # of o of Total # Average Spent per B
Supplier Name & No. a FEE Net Billed Billed « Charges v Charges » Charge v
R E
Total 4,747,866.83 100.00% 16,313 100.00%
DELTA AIR LIMES FO92700013 1,577,930.34 33.23% 5,085 31.17% 329
COMNTINENTAL AIRLINES 7992400085 453,307.96 9.55% 1,104 6.7 7% 444
AWIS REMNT A CAR CORP 6993700004 429,949.30 9.06% 2,955 15.66% 170
AMERICAN AIRLINES INC 7992700005 237,673.26 5.01% 625 3.83% 394
LINITED AIRLIMES 7992700096 211,799.43 4.46% 535 3.28% 414
NORTHWEST AIRLIMNES 7992700104 166,500.83 3.51% 347 2.13% 531
AIRTRAMN AIRMIAYS 4107406647 143,712.32 3.03% 769 4.7 1% 198
LIS AIRWAY'S 7992400218 136,522.08 2.88% 334 2.05% 460
AMERICA WEST AIRLINES S027400423 122,433.23 2.58% 434 2.66% 292
HYATT REGEMCY JERSEY CITY 2290281484 102,516.84 2.16% 184 1.13% 563
DELTA AIR LIMES FO90002776 ag,434.02 2.07% 357 2.19% 276
SOUTHWEST AIRLINES 7992401554 89,9356.80 1.89% 492 3.02% 191
P CRAND HYATT AR SOTEIDEEE 73,542.98 1.55% 88 0.54% 918
SEVURY INM/STE COLUMBUS (3340367473 £3,356.00 1.33% 437 2.68% 148
THE WESTIN RESORT 4390506871 53,687.50 1.13% 86 0.53% 534
INTERSTATE HOTEL CORP 2290108893 50,435.54 1.06% 101 0.62% 503
GRAMGE TTY HNTEI 42207845 40 7NS 74 1 NS0 a2 n 2 a0 1 154l !
| >
@ é o Internet
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Definition
Title: Address Listing Report (w/ Universal ID)
Description: This report will provide PA'’s the ability to verify cardholder address information,

cost center field and view the universal ID field to determine if it is populated
correctly. Per the CAPP Topic 20355, all cards must have the agency number
in the universal field. This report is a great audit tool to verify that your
cardholder’s address is correct if they don’t receive their paper bill.

This report provides current data for the date that the report is created.
Report Hierarchy: Program Management- Detail
Data Type: Corporate (Travel) Card, Corporate Purchasing Card (CPC)
Report Preparation: Step 1: Select the “Shared Reports” folder.

Step 2: Select the “Program Management Detail” folder.

Step 3: Select the “Address Listing Report”.

Step 4: Select the “Active Accounts” using the add to selections
functionality.

Step 5: Select the card program that you would like the report run for.

Step 6: Skip the remaining selections and select “Execute Report”. The
report will be placed in your history list and can be viewed once the
query has completed.

Copyright ® 2002-2005 American Express Travel Related Services Company, Inc. All Rights Reserved.
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An example of this report:

‘2 Address Listing - Microsoft Internet Explorer provided by American Express

File Edit View Favorites Tools  Help

eBack M > ) |ﬂ @ _;\J /..-\JSearch ‘f:_(Favontes {‘} g - .,_5 _] ﬁ

strweb, 400 18&reportiewrod

SEEESEE] 1D51D585000C05A7EFFFDDARSLS Go Links **

w1 32, americanexpress, comfmstr fen_IJS mstrweb?evt=40018s)

3
AIERIGAN]
s -
® American Express & 3
CORBORATEICARCIANDICO REORATEIEURCHASTHGICA RO SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES
} rou are here: Home > Corporate card and Gorporate Purchasing Gard > Shared Reparts > Program Management - Detail > .@.@ @
Address Listing @ @
Report ™ View % Data ¥  Format Last update: 3/3/20035 06:59:
PAGE BY: none
Rows: 111 Columns:
) " " el 0 p
ame 0 Owne . 0 ame ame nddre ate p D D
HKIE EEREHEERRE ERRE EERENHEERNHE RN EERRE BRRE EEREHEEEREREERREE AR AR
REXPORT1 2464~ DEBRA R |2464- BYRD VAN 343 W BOCA RATOMN |FL 33433
263745- |OLS0ON 252825- PaLM AVE
Q0338 68336
2464- MURPHY |STEWVE H Fra W BOCA RATOMN |FL 33433
252875- PALM AVE
60336
2464- SAEMNZ YOUNG C F16 W BOCA RATOMN |FL 33433 6034
263995- PALM AVE
50334
2464- MNICK 2484- ABBOTT  |PETE 1 476 W BOCA RATOMN |FL 33433 Q6683 YR4467 44244
283215- |XEMNG 261875- PALM AVE
Q0330 20330
2464- ADAMS E T 840 15T BOSTOM MA 02205 96967 YR446744244 |[EQUTAC
241185- ST #026
80336
2467 - ADAMS JOSE (8] 862 W BOCA RATOM |FL 33433 Q6222 YR446544144
421845- PALM &VE
30332
2464- BAKER LIMD& G 882 5 BROKEM Ok 74012 Q6222 TR4467 44244
%}9}%5— GRAND &Y | ARROW e
hd | b
@ é 0 Internet
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Title:
Description:

Report Hierarchy:
Data Type:
Report Preparation:

Corporate (Travel) Card: Template Definition

Delinquency Report for Travel

This report will provide PA’s a report which will identify past due cardholder
balances and address those accounts accordingly. This report will provide a
snap shot of which of your cardholders have not paid their bills per their
Employee Agreement. PA’s should notify them to pay their bill in full or they
have the chance of their card being cancelled. Agencies should not have any
cards with balances over 30 days. Travel cards with balances over 45 days
past due are automatically suspended by AMEX.

This report will provide data for the current date and up to 120 previous
days.

Program Management- Detail

Corporate (Travel) Card

Step 1: Select the “Shared Reports” Folder

Step 2: Select the “Program Management- Detail” Folder
Step 3: Select the “Aging Balances (CM)- Interim report

Step 4: Select both the “Active Account” and “Cancelled Account”
attributes using the add to selection feature.

Step 5: Select your corporate card program ICA using the add to
selection feature.

Step 6: Select the following metrics using the add to selection feature.

e Current
e 30 days
e 60 days
e 90 days
o 120+ days

Step 7: Skip the remaining steps and select the “Execute Report” feature.

American Express @ Work is a registered trademark of American Express Company
in the United States.
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An example of this report:

Aging Balances (CM) -Inte Microsoft Internet Explorer prowi by American Express
File Edit Wiew Favorites Tools Help w
@ Back ~ () x| | D /,_‘J Search ‘7_‘::_( Favorites <)

Address 4] heep 5 {mstrivebrey SEEESFO11D51D585000C08ATEFFFDDA. + | [Ed o Links >

mericanexpress. comjmstr fe 005 s

American Express &
SHARED REPORTS | ™MY REPORTS | CREATE REPORT ] HISTORY LIST ] PREFERENCES
here: Home > Corporate Card and Corporate Purchasing Card > Shared Reports = Program Management - Detail > @@@@@ .@
Balances (CM) -Interim
Wisw W Dats W Forrmat W
—
pagei=) kM
O B e
d e be a p e =] a pdated Pa e O e e D a 0 Da 60 I
O ame ame O ente D> D> ateme Bala g ed L L L
= =R + |+ & EEREEEEREE EE R [+ cl=F| <[ ]F -+ + |+ |+ |+ + |+ |+
2A57 - SHEMNZ GARY Rt 095542273
259231- 519.27 519.27 0.00 519.27 a.00 Q.00
202321
2457 - BURKE Z 208157452
259421- .00 .00 a.oo .00 .00 0.00
A0331
=8 R = LOGAaMN =1 H Q28881796
259891 o.0o0 o.0o0 o.0o0 o.0o0 o.00 o.0o0
20339
2457 - ZEMOR R L 0121702328
g5=2121- 447 .75 447 .75 o.00 447 .75 o.00 o.00
40337
2467 - RyaMN QMR 2205132056
B63311- a0.28 a0.28 0.00 a0.28 a.00 Q.00
2032337
= = GRANT A T FOg8z6e7495
263621 a.0o0 a.0o0 0.00 a.00 a.00 a.00
nge2326
2457 - LY OMNS CATHY 209519418
267301~ o.0o0 o.0o0 o.0o0 o.0o0 o.00 0.00] s
< | >

=) & Internet
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Corporate Purchasing Card (CPC): Template Definition

Title:
Description:

Report Hierarchy:
Data Type:

Report Preparation:

CPC Declines, Daily

This report will allow PA’s to review cardholder declines in multiple categories.
The PA will be able to identify decline patterns based on spending activity as
well as the reason for the decline, by limit amount or industry restriction.

This report will show data for the current day and up to 59 previous days.
Program Management- Detail

Corporate Purchasing Card (CPC)

Step 1: Select the “Shared Reports” Folder

Step 2: Select the “Program Management- Detail” Folder

Step 3: Select the “CPC Declines Detail,Daily” report.

Step 4: Select “Active Account” as the cardmember status using the add
to selection feature.

Step 5: Select your purchasing card program to run the report using the
add to selection feature.

Step 6: Use the “Drill to Month” feature to and select the specific
month(s) that you would like to run the report for.

Step 7: Skip the remaining steps and select the “Execute Report” feature.

An example of this report:

<) CPC Declines - Detail Daily - Microsoft Internet Explorer provided by American Express

File Edit Wiew Favorites Tools

eBack - d \ﬂ @ _;j /l._\J Search “F/E(Favorites ﬁ‘} -] ~ .:,‘_

Help

g

Address ﬁj https: v 32, americanexpress, comfmstrfen_US{mstriweb?evt=40018src=mstriweb, 4001 &reporkViewMode=1&reportI D=2 34545554 2BBC35A084DBCE1 1 D41 C3558stat V| Go Links **

e

S
REATE REPORT | HISTORY LIST | PREFERENCES
tail =
olel=lCO]E]E)
pplie pplie pplie 0 3 Budge 0 e 1 |
pplie pplie Addre Addre Addre pplie pplie e g =l De =11 H Blo
Addre a [) ! 1 [} [} De [} [} [}
HEBEHNHEGOEREHE BERH BENHE RN EARHEE BREHE EQRHE —+ + |+ + |+ + |+ + |+ + |+
1,347 2 o
1,212 2 o
RAM 1517 5 MOBILE UNITED  |MOBILE AL 1/14/2005 606 Y|
TOOL &  |BROAD ST AL STATES
SUPPLY 1/14/2005 606 Y
135 1] 1]
FAST 2391 FLOWOODUNITED  |FLOWOOD|MS 2/21/2005
LAME LAKELAMD MS STATES 100
3436 DR
PILOT 77 (2520 5 JACKSON |UNITED  JACKSON |MS 2/23/2003
GALLATIN M5 STATES a5
ST
<
€

+4 start

'E. n

[ /™ 30bn M Lee - Ini
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Corporate (Travel) Card and Corporate Purchasing Card (CPC): Template

Definition
Title: Spend by Tax ID Report (1099 Type Report)
Description: This report helps clients identify the amount of spending incurred at

unincorporated businesses (sole proprietorships, partnerships). It is sorted by
businesses whose assigned SIC-Standard Industry Code identifies whether
they provide services or non-services. Objective: Federal law requires
businesses to file information returns on IRS form 1099 for each
unincorporated vendor to whom payments are made to that are more than
$600 for: rent, services, prizes and awards, other income payments, and
medical/health payments during a taxable year period. This report can be used
by the client to facilitate 1099 preparation and filing. For more information,
contact your Tax advisor directly.

This report shows data for the current month and up to 12 previous
months.

Report Hierarchy: Create Report- CPC and Corporate Card
Data Type: Corporate (Travel) Card and Corporate Purchasing Card (CPC)
Report Preparation: Step 1: Select the “Create Reports” folder.
Step 2: Select the “Corporate Card and CPC” link.
Step 3: Select the “Create Report- Account Detail Billed” report.
Step 4: Select the following attributes for the report;
o Supplier Name
e Supplier Address
e Supplier City
e Supplier Zip
e Supplier Federal Tax ID Number
e Supplier Legal Status
e Supplier Ownership Type
e Control Account Name
e Control Account Number

o Note: There will be pre-selected attributes that you will have to
unselect using the add to selection feature.

Step 5: Select the following metrics;
e Debit Amount
e Credit Amount
¢ Billed Tax Amount

Step 6: Select both “Active Account” and “Cancelled Account” as your
cardmember status.

Step 7: Select your corporate card program and purchasing card program
to run the report for.

Step 8: Use the “Drill Feature” to select the timeframe you would
included in the report.

Step 9: Skip the remaining steps and select “Execute Report”.

Copyright ® 2002-2005 American Express Travel Related Services Company, Inc. All Rights Reserved.
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Note: This report can be exported and sorted by the ownership type
that you need for the report. This process is discussed after the
example of this report below.

An example of this report:

reate Report - Account Detail (CM)- Billed - Microsoft Internet Explorer provided by American Express

File Edit View Favorites Tools  Help

eBack - \ﬂ @ ;j /'__\J Seatch ‘{:(Favorites 6‘3 3~ :’_,_ _J ‘ﬁ

Address iéjhttps:,I'J'wwwl32.americanexpress.com,l'mstr,l'en_US,l'mstrWeb?evt=4DD1&5rc=mstrWeb.4001&reportViewMode=1&rep0rt10=2635943211DéICEFDADDDDSSDHlSlDl&stat V| Go | Llinks *

LA RAiAD CIRID BLLAALLEANS (AL L, Hidk SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES —

b vou are here: Home > Corporate Card and Corporate Purchazing Card = Creste Report = Creste Reports - Corporate Card and CRC = @@.@
Create Report - Account Detail (CM)- Billed g

Report ¥ View % Data ¥ Format W

PAGE BY: none

4123 of 3 pageis) MM Fow
[p
Orpora pp pp A
Hifs Edera a ) P 1 pplie pplie i i
pplie ame pplie pplier Addre 0 [} 1]z ate P dime 0 S Bl
+ra RN RN DENEOBENE BRNE BRNERREREARRE ERE
PARTY CITY OF ATLANTA (DULUTH 5900 STATE BRIDGE RD'  |C 581959530 Mon-MWDV GA 30097- |REXPORT1/2468-432781-00330
% Mon- 6437
SI‘nE_Ill 2468-438421-50335
Business
PARTY CITY OWINGS MILLS 10385 REISTERSTOWN  |C 521831552 Mon-MWDWV MD 21117- |REXPORT1/2468-438421-50335
OWINGSMILLS/ RD & Mon- 3617
Small
Business
PARTYLAND PHOEMIX 4722 E RAY RD 0 Man-Mw D |42 85044- |REXPORT1 2464-283215-90330
& Mon- 6226
Small
Business
PASCHAL'S ATLANTA SPACE &-FO9 C 582119910 |Man-MWDW|GA 30320 REXPORT1 2468-438421-530335
& hon-
Small
Business
SPACE ATR-FO1 C 582119910 |Mon-MWDW|GA 30337 REXPORT1 2468-438421-50335
& hon-
Small
Business
PASSPORT & WISA, DALLAS 11520 N CENTRAL EXPY |5 457550243 |Classified [T 75243- |REXPORT1|/2468-433421-50335
EXPERTS Small 6605
Business
PASTABILITIES FT LAUDERDALE |201 5 FT LAUDRDLE BCH |C 650948406 |Classified |FL 33316- |REXPORT1/2468-438421-50335
BLY Small 1507 v
< I >
@Done 5 @ meermet

15 Start M anc.. | ™ IohnMles-.. o.. | [ EhancedRe &)1 110480
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Corporate (Travel Card and Corporate Purchasing Card (CPC): Template

Title:
Description:

Report Hierarchy:
Data Type:

Report Preparation:

Definition
Enrolled in MYCA

This report will allow PA’s to identify cardholders that are currently enrolled in
Manage Your Card Account (MYCA). MYCA allows your cardholders to view
their statement online and to receive valuable email alerts regarding activity on
their account. You can use this report to target cardholders who are not
enrolled in MYCA to attempt to initiate their enroliment.

This report shows current data for the date that the report is created.
Create Report- Address Listing

Corporate Card and Corporate Purchasing Card

Step 1: Select the “Create Reports” folder.

Step 2: Select the “Create Reports- Corporate Card and CPC” link.

Step 3: Select the “Create Report- Address Listing” report and hit the
next icon.

Step 4: Unselect the following attributes:

e Control Acct Name

e Control Acct Number

e Control Acct Owner
Step 5: Select the following attributes:

e Date Enrolled in MYCA

e Enrolled in MYCA
Step 6: Select “Active Account” as the cardmember status.
Step 7: Select the level in your control account to report for.
Step 8: Skip the remaining steps and select execute report.

Note: You may see cardmembers that have a date enrolled in MYCA with
a status of “No” for an enrolled in MYCA status. This will occur if a
cardmember enrolled in MYCA but their enrollment has expired due to
inactivity. An enrollment will typically expire if there is no activity for 3
months.
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An example of this report:

Create Report - Address Listing - Microsoft Internet Explorer provided by American Express

File Edit Wiew Favorites Tools  Help

@Back - \_) \ﬂ Iﬁ _h /:\‘ Search \;\  Favotites €} [ :’\; _J 'ﬁ

Address |€| https:f e 132, americanexpress . com/mstr fen_US/mstriveb?evt=4001 &src=mstriveb. 400 1&reportviewMode=1&report ID=263595F51 1061 CEFOADODDSS01 4151 D] fstat V| GO Links **

-
BRATEIEURCHASTHGICAE. D SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES =
rporate Card and Corporate Purchasing Card > Create Report > Create Reports - Corporate Card and CPC > @ . @@ @ @
P i3
Address Listing
r Farmatw Last update: 3/11/2005 12:22:35
Fows: 1 - 1000 of 1310 Columns: 0
Date
1 1 1 1
dird pe d [

" 0 ame ame Addre ate p : D 0. ID ) )
HEERRE DEHE DEREEEREEEHE AERE AR EDREEDREDREEERE AEHEERE
81 |2468- FORD VAN DA 952 W PALM BOCA RATON |FL 33433 il
E |998921- AVE

30332

2495- ABBOTT ABBEY 497 E WATER  |ATLANTA Ga 30305 054511142 M
4 C 135201- BLWD #02

00338

2467- ABBOTT AN [ PO BOX 9400 | TAMPA FL 33624 094799354 i

323921-

90330

2462- ABBOTT BEN 1 452 W PALM BOCA RATON |FL 33433 053194255 i

330311- AVE

60336

2464~ ABBOTT IREME R 437 W PALM BOCA RATON |FL 33433 i

554991~ AVE

22331

2462~ ABBOTT JOSE 471 M ALBANY MY 12203 435295211 il

053001- MOUNTAINVIEW

10331

2467- ABBOTT MARY 495 W BEECH |ROSWELL MM 88201 407116163 il

078571-

08336

2495- ABBOTT MARY [ 445 W PALM BOCA RATOMN |FL 33433 480023385 M

193501- AVE

30331

2462- ASBBOTT T E PO BOX 2434 |OKLAHOMA 0]:4 73120 787583866 M w
< ¥
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——— - -
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Report Export Process:

All reports that are created in the enhanced reporting tool can be exported in a variety of
formats. This will allow you to sort and manipulate the reports further to better fit your needs.
We will take a look at some screen shots here to show you each step in the export process.

Step 1: Select the export feature on a report that is being viewed. The export option can be
accessed on the left hand side under the report menu as shown below:

:) CPC Declines - Detail,Daily - Microsoft Internet Explorer provided by American Express [ZI[EI[‘S_YI
File Edit View Favorites Tools  Help :;'

eBack T \ﬂ @ ;\J /..-\JSEarch ‘?:IT'\':(Favorites {‘} < u_,; _] ﬁ

Address ﬁjhttps:J',l'www132.americanexpress.com,l'mstr,len_US,l'mstrWeb?evt=4DD1&src:mstrWeb‘4001&reportViewMode:l&reportID=234545584ZBBC38A084DBC811D41C355&stat v By | Links ”

Home A
ANVIER IGAN]
RESS -
® American Express &
CORBUEATHEARDIANDICORBORATEBUREHASTEGICARD SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES
p You are here: Homne > Corporate Card and Corporate Purchasing Card > Shared Reports > Prograrn Managerment - Detail > .@.@.@
CPC Declines - Detail,Daily @' @
Report % | View ¥ Data ¥ Format w
Mew...
Save Az,

. i L [ £ [
Print... § RBudge 0 P pplie pplie fddre fddre fdd
Export.. ame ente [} [} ame A ddre
Report Details AERHEARREARHEARREARHEE AaHE AR EAREEH A EEHEEAEaEEE A B E A EaEEE e

TOtaTs -
3787- HANCOCK Totals
328628~ GAIL 25000 (500 999999399 RAM 1517 5 MOBILE  |UNITI
81002 TOOL & |BROAD 5T AL STATI
SLUPPLY
37E7- MAYFIELD |Totals
338718- RON 25000 (500 999999994 FAST 2391 FLOWOOD|UNITI
81003 LANE LAKELAND M5 STATI
3436 DR
PILOT 77 |2520 5 JACKSOMN  |UMNITI
GALLATIM MS STATI—
ST
Help Dask ] [ Product Updatas ]
“iew Corporate Entities and Impartant Disclosures Web Site Rules and Requlations Trademarks, and
Privacy Staternent . Copyright @ 2001 American Express Company. All Rights Reserved. Users of 3
< I I I T I I | I > )
@j é 0 Inkernet

[ 30hn M Lee - Inbax
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Report Export Process Step 2: Select the format that you would like to export in. In this
example, we will choose excel with plain text.

A Export Options - Microsoft Internet Explorer provided by American Express

File Edit ‘Wiew Favorites Tooks  Help :;

= A :
eBack ) \ﬂ @ l\l ’ ) szarch ‘g_'\'{Favorites é} " @ _] i‘i

Address f§|https:J',l'www132.americanexpress.com,l'mstr,len_US,l'mstrWeb?evt=3068&src=mstrWeb‘3068&gr0up=export&frame=0.2.*0.’“0&:b=0.D.234545584ZBBC38A084DBC81lD4V BYGo Links *

A
Home LOGOLU

AMERIGAN|

RESS - h
0 American Express =

Export Options CORPORATE TRAVEL | CORPORATE CARD AND CPS (GLOBAL) | CORPORATE CARD AND CORPORATE PURCHASING CARD

INSTRUCTIONS ] ST
= The export optians ECINES SUETEREETLR

custormize the format Export: | whole report hd

and appearance of the
data prior to exporting.

= Click Export to proceed @ Excel with plain text
with the exporting. O csy file format
» . .
NEED HELF? O Excel with formatting
O HTML

O Plain test Delimiter:

[ Expart metric values as text (Excel anly)
[ Export headers as text (Excel only)

Expart filter details

|:|Do not prarnpt me again, [ Export ] [ Return to report

[ Help Dask ] [ Product Updates ]

“iew Corporate Entities and Irportant Disclosures Web Site Rules and Requlations Trademarks and
Privacy Statement . Copyright © 2001 American Express Company. All Rights Reserved. Users of
this site agree to be bound by the terms of the American Express Web Site Rules and Regulations v

:§| Done é 0 Internet

—_— ] [
[ sohnMlee-Tbox-.. B Exp & KT 1045 M

7
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Report Export Process Step 3: Select the “Export” feature. You will be asked to either open

the report or save it to a folder on your desktop. In this example, we will choose the save to a
folder option. Note: On the screen below you will notice an “Export filter details” box. If
you check this option, your exported report will include the date range and other filter
details for your report. This option is useful if you want to identify the specific timeframe
for your report.

Bcalind v | By o Links 7

e

American Express &

E}{pOI‘t OptIOHS CORP O 7R TE CARD AND CORPORATE PURCHASING CARD
File Download g|

INSTRUCTIONS

= The export options
enable you to
custorize the farmat

and appearance of the Mame: CPC Declines - Detail_Daily, xls
data prior to exporting. Tune i f | i
C ik Ehptt to mraiaad @ Excel with plaif ype: Microsoft Excel Waorksheet

GPGC Declines - Det
& | Do you want to open or ave this file?
Export: | whole repq

with the exporting, O sy file forma From: wwwl32, americanexpress.com
b :
NEEDTHELRS O Excel with for
O HTML Open ] | Save | [ Cancel
O Plain text

Almays ask before apening this twpe of file

[ Export metric “While files from the Intermet can be ussful, some flas can potentially
harm pour computer. |f you do not tust the source, do nat open o
save thiz file. What's the rigk?

[ Expart headers

<

Export filtter details

I:lDo not prompt me again, [ Export ] [ Return to report

[ Help Desk ] [ Product Updates ]

“iew Corporate Entities and Impartant Disclosures Web Site Rules and Regulations Trademarks,and
Privacy Statement . Copyright © 2001 American Express Company. All Rights Reserved. Users of
this site agree to be bound by the terms of the American Express Web Site Rules and Regulations v

% Downloading from site: https: /w32, .americanexpress, comfmstrfen_LJ5fmstriweb é & Internst

ig Start Qe M fw rt Cptions - Micr... s B H ? 'Q:).E’ 10:47 &M

Report Export Process Step 4: Open the report from the location where it was saved and
perform your edits/sorts as needed.
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Saving Reports into the My Reports folder:

You will have the ability to save the reports listed in this guide into the My Reports folder to be
run on a regular basis. The My Reports folder is listed on the main screen of the enhanced
reporting tool and will allow you create a report folder and rename reports that you have
completed. Once you have saved and named a report, you can manually re-prompt the report
for different timeframes as needed.

Note: By the 3" quarter of 2005 will be adding functionality that will allow you
automatically schedule your saved reports to run on a monthly basis. We will also be adding
Sfunctionality that will allow you to share report templates that you have created with other
agencies, universities and political subdivisions so that they do not have to recreate templates
Jor useful reports. We will provide you with an updated reporting guide once this
enhancement is in place.

An example of the main enhanced reporting screen is shown below:

2 Home - Microsoft Internet Explorer provided by American Express

File Edit ‘Wiew Faworites Taools  Help o

- . L
- 1 N ) == i £ - e

G Back 2 x n: | Search p {4 Favarites 6: = ._“i

Address ﬁj https:f funa 132 americanexpress . comfmstr jen_US/mstrweb?evt=30108&src=mstriveb. 30108loginReq=truedPort=349528&Project=Corporate+Card+and+Corporate+Pur ¥ <) Links >

Home -~
= n
® American Express i

Corporate Card and
Corporate Purchasing Card JREILEEEUR GELE

Welcome Recipient 41 Rexport ( If you are not Recipient 41 Rexport dick here )

CORPORATE CARD AND CP5 (GLDBAL) CORPORATE CARD AND CORPORATE PURCHASING CARD I

LOGCOUT
« Entrance Page Shared Reports My Reports
CORPORATE CARD AND
CORPORATE Erowse a list of prepared services available to all users, View reports you have ceated and saved for future use,
PURCHASING CARD
» NEED HELP?
Create Report T, History List
o)
Create and publish a new repart on this site. Yiew an up-to-date surmmary of the status of my requests,
Preferences
General, Grid display, Graph displayw, Print, Expaort, Prampts,
J Loogout

wersion information...

[ Help besk ][ Praduct Updates |

“iew Corporate Entities and Impodant Disclosures Web Site Rules and Regulations Trademarks and
Privacy Staternent . Copyright @ 2001 American Express Company. All Rights Reserved. Users of
this site agree to be bound by the terms of the American Express Yeb Site Rules and Regulations

@1 é 0 Internet
—_— 5 = &
‘4 start e [ shnMiee-Inbo... | @ EnhancedReportng 3 - Mic eport Guide. . Q' BT 111 Am
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Once you have accessed a report from the History List, you will have two methods available to
save the report. You can access the “Save As” feature from a drop down list or you can select

the “Save” icon on the top of the report. This screen is shown below. The drop down list option
is on the left of the screen and the save icon is on the upper right of the screen.

2} CPC Declines -

File  Edit  wiew

Detail,Daily - Microsoft Internet Explorer provided by American Express

Favorites  Tools  Help

o BE! < - 2 3
GBack =2 x ) _lj /.JSEarch 1. Fawvorites {‘3 = _J 3
Address | @] https: [fvwn 132, americanexpress, commstrjen_USjmstriveh?evt=4001fsrc=mstrideh, 4001 AreportyiswMode—1 freport D=2345455042BBC 30A084DECA1 1D41 C3550stat v | [og Go  Links >
- »
=
o American Express &
| PREFERENCES

CORPORATE CARD AND CORPORATE PURCHASING CARD

}  You are here:

SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST

Horne > Corporate Card and Corporate Purchasing Card > Shared Reports > Program Managernent - Detail >
B =

CPC Declines - Detail,Daily

|~

Feport ¥ View W Data w Forrmat ¥
Meaw...
Save Az,
pplie pp pp
Print... 1 1 D pp L pp Addre Addre ndd
ExXport,.. D> D> ame fddre
Feport Details ARNEARRE RN EARREARREE RN AR E AR E AR E ERREE AR E AR E
3787- HANCOCK Totals
328628- GAIL 25000 500 999999999 R 1517 § MOBILE  [UMITI
g1nnz TOOL &  |BROAD ST L STATI
SUPPLY
3787- M&YFIELD |Totals
338718- ROM 25000 500 999999999 FasT 2391 FLOW OOD|UMITI
81009 LANE LAKELAND MS STATI
3456 DR
PILOT 77 2520 5 JACKSON  UMITI
GALLATIN MS STAT|
ST
[ Help Desk_ ] [ Product Updates |
“iew Corporate Entities and Important Disclosures Web Site Rules and Regulations Trademarks,and
Brivacy Staternent . Copyright © 2001 American Express Company. All Rights Reserved. Users of 2
-
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Once you have selected a save feature above you will see the screen shown below that will
allow you to create your own folder and rename a report that you have created for future use.
You can create a folder by typing a name and description in the “Create Folder” area. You can
rename a report by typing a new report name in the “Save report as” area. Be sure to hit the
save icon after keying this data.

&l Save Report - Microsoft Internet Explorer provided by American Express

File Edit ‘Wiew Faworites Taools  Help :'

eBack . \ﬂ Ig _.l\l /..-\‘Search ‘f:(Favnrites {‘3 <] - \_; _J 3

Address |ﬁ:| https:f funa 132 americanexpress . comfmstr jen_LUIS/mstriweb?evt=3013&src=mstriweb. 3013RapplyChanges=FalsedparentFolder ID=4F95FSB74E 765BF 43182 A58C 7 ZSEESI V| <) Links >

~
COREDRATEICARDIAN DICORED EATEIRUR CHASTH GICARDY SHARED REPORTS | MY REPORTS | CREATE REPORT | HISTORY LIST | PREFERENCES

“ou are hereiHorme = Corporate Card and Corporate Purchasing Card = Create Report » Create Reports - Corporate Card and CPC = Create
Report - Account Detail (CM)- Billed
Return to report: Create
Report - Account Detail S LAy
[CM)- Billed
} NEED HELP? Save report within: Save report as:
Test COV Account
i My Reports
Contents of this folder: Description:
CBeT [CoPurasr King This allows vou ta A
(CJjPurasrKing Corporste [ jCemputer Products rename a report that
((j8ales Demo ((jYates Construction ou have created|
[E§Account Detail (SM)- 5 COV PCard T2E Spend Save prompt:
Billzd-oDU 2004 O saue the repart 2= 2 static definition.
Create Report - Lega\ Services Rpt-
Tap Suppliers (CC) Cow ® save the report with any prompts ermbedded in the filter,
lean-Industrl,l Supplier Diversity .
-Summw Tt e O save report with all the embedded prampts.
DiwsCd)
SUPD“EV Diversity Spend TUP 50 Air- Mylan [] save modifications to report filker,
Detail-wCU Suppliers (CC)
A Top Suppliers (CC)
[ Embed filker and termplats into saved raport definition.
Create folder:
[cov Test Folder |
Description:
This iz a test folder to dermonstrate how to W
use the My Reports folder,
Create Folder
[ e I vy — bt
& Dare 5 @ mnternet
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Quantification and Relative Statement Functions:

The American Express enhanced reporting tool allows you to filter reports by specific
suppliers, cardholders, cost center, product, universal ID and employee ID. This feature can be
useful if you would like to monitor spend for specific employees and at certain suppliers (i.e,
Best Buy). The enhanced reporting tool lists specific instructions on using this filter capability.
An example of this functionality is shown below:

Notge: To use this function, click on the arrow next to “Qualify”.

2} Create Report - Account Detail {CM)- Billed - Microsoft Intarnet Explorer, provided by American Express

Fie Edi Favorites  Tools  Help T
- ey = n ~
- : ) L~ <) o S
Q Back x | (|2 Search . Favorites {( = |ﬁ_'“| ._\"
Address @j https:if el 132, americanexpress, comfmstr fen_US mstriweb hd . Go Links ™
N
] ER: Specify a Cardmember name or Cardmember account numbers. +
click on Quali Specify whether to filter using First Name, Last Name, Full Name, or Account Number (Note: Use the option "Cardmember Acct. No.
(DISPLAY_REPNRT)" or no data will be retumed). Determine how to match the Cardmember: to match a name or number exactly, choose "Equals”; to
pproximate a nayie or ber, choose "Like™. Note: When using “Like" you must use asterisks ("*") to match other text. For example, *NDERS* will
match 5ANDERS, DERS, and ANDERSON. Also note that matching is case sensitive. Information about these options is available in the Quick Reference
Guide. This prompt i\not required.
No answer is require: r this prompt. An expression or a group of elements from one attribute is equivalent to one selection.
¥ select ¥ Qualify --- none ---
Attribute:
Last Name(ID) - ®
Is:
Between (enter valuelrualua2) w @
Does not equal
|| Greater than ||
Greater than or equal to
Less than
Less than or equal to
™ Between [enter valuel;value2) . :
©  BNot between (enter valuel;value2) vailable praduct linas. +
Contains
Does not contain
q1Begins with . . kific productline or lines, sub-category or sub-categories, and /or account type or account types. You can select
4Does not begin with Attribute dropdown menu. You may combine searches, such as "Product Line = CPC or Account Type = BTA". If
yEnds with alues in that category will be displayed.
N Dokes not end with bression or a group of elements from one attribute is equivalent to one selection.
Like
Mot Like
I= Null
Iz Mot Mull
In (enter valuelivalue2; ...ivalued)
Mot In [enter valuel ualue?; ...;valusl)
—
Search for:
g [E—
Elermnants: — w
< *
@I] javascript:RemoveltemsbyListObjectForHIInGual{'unitsToRemave_6', funcial_g', funcval_g', '6"); hidewaitPagel); é # Internet
L

[———

s Start < e il COY Report Guide.do... 3 Creal

Resources:

There a number of resources available to you as an enhanced reporting user that will assist you
in the process of creating reports, researching errors and receiving initial training. First and
foremost, you have this specialized guide that walks you through creating COV specific reports
step-by-step.

You will also have access to our help desk to discuss how to create reports and to discuss any
error messages that you may receive. You will also have online access to product update
information that will discuss future enhancements and times when upgrades will be performed
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to our reporting server. These links are shown on the main page below. The links are near the
bottom of the page just below the “Preferences” icon:

3 Home - Microsoft Internet Explorer, provided by American Express

File Edit View Favorites Tools  Help

N = n
- ) N ) '3 v - "
Q Back > \ﬂ IELI | Search . Favorites {Y =1 .“i
Address @1https:,l’,iwww132‘americanexpress.com,l’mstr,ien_US,l’mstrWeb?evt=3010&5rc=mstrWeb.301D&IoginReq=true&Port=34952&Project=Corporate+Card+and+CDrporate+Pur | gd a0

Home Locouf ©

Links >

EMERIGAN]
FESS

o American Express &

Corporate Card and
Corporate Purchasing Card GG LS

Welcome Recipient 41 Rexport [ If you are not Recipiant 41 Raxport dick hars )

CORPORATE CARD AND CPS (GLOBAL) CORPORATE CARD AND CORPORATE PURCHASING CARD I

LOGOUT
- Entrance Page Shared Reports My Reports
CORPORATE CARD AND
EORBOFATE Browse a list of prapared services available to all uzars. View reports you have crested and saved for future use.
PURCHASING CARD
P NEED HELP?
Create Report T, History List
Create and publish a new report on this site. % View an up-to-date surnrnary of the status of my requests.
Preferences
General, Grid display, Graph display, Print, Expart, Prompts,
Logout
version information...
[(Help besk | [ Product Updates |

“iew Corporate Entities and Important Disclosures Web Site Rules and Regulations Trademarks, and

Privacy Statement . Copyright © 2001 American Express Company. All Rights Reserved. Users of
this site agree to be bound by the terms of the American Express Web Site Rules and Regulations

@I] é ' Internet

L
f ™ John M Lee - Inbo. .. | & Enhanced Repaorting FEL.. W ork Guide. .. Qljﬂ 1
¥

You will also have access to an online help feature. On the main page above there is a link
titled “Need Help?”. If you select this link you will enter a page that has a variety of links for
information on the enhanced reporting tool. This page is shown below. Note: Once you select
the Need Help? Icon you will then select the online help link.
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&l help - Microsoft Internet Explorer provided by American Express

File Edit ‘Wiew Faworites Taools  Help

. — a
1 1 3 ) = 0 LY 24
4 </ x n: (| Search 7. Favorites {‘) £ = I %

Address @https:,l’,iwww132‘amer|canexpress.cnm,l’mstr,ien_I_IS,l’mstrWeh7evt=3D46&src=mstrWeh.3D46 b GD Links >

il American Express &

Online help CONTENTS

« Browsing Browsing
= Create report
« Data Manipulation Project selection
- Start page
= Desian Mads List view /large icons view
- HTML Docurments Folder path
 Drilli Descriptions of reports, documents, and HTML documents
— Date last modified
= Exporting Owner of reports, documents, and HTML documents
= Filters Deleting
- Graph formatting Direct Export
- - Direct Export to PDFE
- Grid farmatting Hide /Show sections of the left toolbar
- History List
« Incremental fetch Project selection
aLog in - log out - MicroStrategy Web allows you to select or change the current project. To select a project:
Eacurity
. Page-by -
pa te 1. click the Home icon @ at the top left of the page.
e 2, Choose the project directly from the list on the main screen of the project (Welcome) page (default.asp).
= Prompts
= Report and docurnent
exscution Mote: ¥You may have to re-enter your login credentials to gain access to another project.
» Saving reports
. Search If you want to log in to another project manually, select the logout option, which disconnects you from all projects you are
. Shared reparts and my [0gged in to and directs you to the project {(Welcome) page. MicroStrategy Web requires you to re-enter your login
reporks credentials to access a new project.
» Sorting
= Subscriptions For mare information on logging in and out of projects, see Log in - log out - security.
= Totals
= User Prefarences Start page
- Wait page MicroStrategy Web allows you to select and/or customize a default start page that you will see when you log in. To change

@‘l é ° Internet
-.u,—_ r 3 L
s Start ) n ™ John M L

Recorded Web Training

Next, you will also have access to a recorded placeware session that discusses the process for
creating the reports listed in this guide as well as information on the enhanced reporting tool.
Information for accessing this recorded web meeting will be provided via email.
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